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Create and Manage Your State Job 
Application 

Learn how to: 

 Create an ePass Account 

 Create an application 

 Claim an Employment Preference 

 Edit or Remove an application 

 Create a new version of you application 

 
To begin, click on State Government Jobs under Featured Links Working & Living located here:  http://mt.gov/.  
If you move your cursor over the Tourism or Services headings, the menu will change.  Move your cursor back 
over the Working & Living heading to find the State Government Jobs link.     

The page looks like this: 

 
 

NOTE:  Montana's Official State Website is http://mt.gov/.  Under Working & Living, you will find a variety 
of information about working and living in Montana such as state newspapers, Montana cities and 
destinations, and State Government Jobs. 

When you click on State Government Jobs, it takes you to the State of Montana Employment Information page. 

 
For additional instructions, please review the written and video instructions on How to Apply and Submit Your 
State Job Application and How to Find Job Listing.    

The page looks like this: 

http://mt.gov/
http://mt.gov/
http://mt.gov/statejobs/default.mcpx
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To create an application, click on Create and manage your State Job Applications.  This will take you to the ePass 

login. 

If you have already created an ePass account, you will click on Login to this service using ePass.  It will take you to 
the login page.   
 
 

 
 
 
The Welcome to ePass Montana page looks like this: 
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Enter your Username and Password and click Login.  To bring up any application(s) you have already created, you 
must enter the same ePass Username and Password you created for the application.  
 
This will take you to the to State of Montana Employment Application Service main menu. 
 
The page looks like this: 
 

 
 
 
If you have forgotten you Password, click on the Forgot your Password link:  
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When you click on the Forgot your Password, you get the message below: 
 

If you have forgotten your password, please enter your username below, and click on ‘Submit’. The 
password hint you supplied when you created your ePass account will be sent to the email address or 
addresses you provided. If you are still unable to remember your password after receiving your password 
hint, you will need to create a new ePass account.  
 
If you have forgotten your username, you will need to create a new ePass account.   
 
Note: Your previously completed applications and other information cannot be retrieved without your 
Username.  

 
The page looks like this: 

 

 
 
You will receive an email with the password hint.  See email example below: 
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To update your email address, click on ePass Home and then Edit My Account.  This is important because this 
program sends password hints for forgotten passwords to the email address you provided in your account.   
 

 
 

 
 
 
 
If this is the first time using the online employment system, you will click on Create an ePass account.   
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It will take you to Create an ePass Account.   
 
The page looks like this: 

 
When creating an ePass account, it is very important to remember your Username and Password.  Because this is 
a secure site for State Government's online services, your Username cannot be re-set.  The instructions are in the 
lower right-hand corner. 
 
When you first create an ePass account, the 6-page employment application appears automatically.   
 
The page looks like this: 
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Notice the progress bar at the top progress bar as you move through the application pages.  Once you have 
completed your first application, you may click on the progress bar to quickly go to any of the pages you want to 
review or edit.  
 
The Application Name field will automatically display My First Application.  You may change the title to whatever 
you want. 
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On the Personal Data page, the first section is Name and Address.  The second section is Education for High 
School information.   
 
The sections look like this: 
 

 
 
A red asterisk indicates a required field.   
 
If you have this information in a Word document, such as in your resume or other application materials, you can 
copy and paste from the Word document into this application. 

The next section is the Applicant Survey.   

The section looks like this: 
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We use the information you and others provide for statistical reports to monitor recruitment and selection 
practices in state government.  We appreciate you providing this important information. 

The next section is Employment Preference.  If you want to claim either the Veterans' Public Employment 
Preference or the Persons with Disabilities Public Employment Preference, you will click yes.  The preference 
information will open.   
 
The Employment Preference section looks like this: 
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After you click on the preference you want to claim, click on the document that validates your eligibility.  You may 
select Mail-in or Upload.  
 
 If you have the document electronically, you may upload the file. Click Browse to locate the file then click on 
Upload File at the bottom of the page.   
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When the document is loaded, the File Uploaded message and the file name will appear beside the Browse 
button. 
 
It will look like this: 
 

 
 
 
When you have completed the Personal Data page, click Save and Continue at the bottom of the page.  
 
If you forget to complete a required field the page will not save  and the cursor will appear in the field you forgot 
to enter.  If you don't complete the field and click on Save and Continue again, you will get a message in red 
indicating the field (s) not completed.  The message looks like this: 
 

 
 
 
Once you have completed the fields, click Save and Continue to go to the next page - Higher Education.   
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The page looks like this: 
 

 
 
If you want to enter information for higher education, enter information for all required fields marked with a red 
asterisk. You may leave this page blank if you do not want to enter higher education information. 
 
You have several different options in the Degree/Level Attained field such as BA, Master, and Some College etc.  
Begin with the highest degree or level attained. 
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When you have completed the information, click Save Higher  Education.   
 
It saves under Your entries so far include. 
 
The page looks like this: 
 

 
 
You may enter additional college information if applicable.  Save and it will appear at the top.  You may edit any of 
the information.  When you preview your application, the most recent entry appears at the bottom. 
 
When you have completed entering your education, click on the Continue to Training Courses.   
 
The page looks like this: 
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Enter any training courses.   You can put in a brief description of the course or you may copy and paste this from 
other Word documents.  
 
It saves this information under Your entries so far include:  just like the higher education page.  These will appear 
in the order you entered them with the most recent entry at the bottom. 

 
When you have completed the page, click on Continue to Professional Licenses.    
 
The page looks like this: 
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If you have any professional licenses, enter them on this page.   
 
If you do not have any professional licenses, it will state:  Your entries so far include:  None Added.   
 
You may continue to the next page.  Click on Continue to Special Skills.   
 
The page looks like this: 

 
Enter special skills such as word processing, operating forklifts, heavy equipment, or computer programming.  
 
Click on Save and Continue to Work Experience.     
 
The page looks like this: 
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On the Work Experience page, please read the instructions and the NOTE. 
 

List your work and/or volunteer experience. Emphasize the experience you have that is relevant to the 
vacant position (refer to vacancy announcement). Begin with your present or most recent experience. 
Include military service that would help you qualify. List each promotion as a separate position. This 
information must be completed even if you submit a resume. 
 
NOTE: Your network provider may time you out if you take too long entering your experience. You may 
want to type your experience in word-processing, then cut and paste into the experience page. The only 
formatting retained by this program is paragraphs, bullets, and numbering. All other formatting is 
removed. 

 
You have up to 6,000 characters in the Describe your duties in detail section.  If you paste in more than 6,000, it 
will cut off part of the information, you will get a message that you have typed too many characters, and the text 
box turns red.  Edit your description to no more than 6,000 characters.   
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It saves under Your entries so far include:  It will put the entries in date order, starting with the most recent 
job.   
 
After you an entered your work experience, you may want to preview your application.   Click on Preview 
your Application.  
 
This link is on each page of your application.   It will open in a different window.  If your application does not 
open, make sure your pop-up blocker is turned off. 
 

 
 

 
 
Your application looks like this: 
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Section 2 is blank until you apply for a job listing. The section will automatically populate the position information 
when you apply.  The Date Signed in section 8 will automatically display when you submit your application.  
 
If there is any information you need to add or edit, save the application first. See the instructions below to edit 
your application. 
 
When you have finished previewing your application, close the window.  You will be at the Work Experience page.   

 
Click Save Application at the bottom of the page.   
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Congratulations, you have completed your application!   

When you click Save Application, it will take you to page where you may apply for a job, add/modify your 

application or search for a job.   

The page looks like the: 

 

 

For instructions on applying for a job listing, see How to Apply and Submit Your Applications at State of Montana 

Employment Information  website. 

If you click on Add/Modify Employment Applications, it will take you to the Employment Application(s) page. 
You may create, edit, or remove employment applications.  
 
The page looks like this: 
 
 

http://mt.gov/statejobs/default.mcpx
http://mt.gov/statejobs/default.mcpx
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To edit an application, click on the Edit link. 
 
You may use the progress bar at the top to go the page(s) you want to edit. 
 

 
 
 

To create another application, click on the Create New Version.    NOTE: You may have up to three versions of 
your employment applications. 

 
 

Choose a name for the new version and click Save.    
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The name you enter appears in the Application Name field.

 

The Personal Data and Higher Education pages will carry forward. For all other pages you will need to add new 
information and create a separate application.  Follow the same steps used to create your first application.  You 
may use the progress bar to move through the process. 

 

Thank you for considering employment with the State of Montana. 
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Contact Information 

 
The State of Montana has a decentralized human resources system and each agency is responsible for its own 

recruitment and selection processes.  

Therefore, to get help with the online employment application or for information concerning a specific job listing, 

contact the state agency human resources staff identified on the job listing.   

The State Government Recruitment Contacts list also contains agency specific contact information.  

 
 

http://mt.gov/statejobs/pocontacts.mcpx

